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Report: Cash Advance Analysis

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
***Not applicable for Standard Edition***
This report shows cash advances issued through the system, the employee's current balance, and the account codes associated with the cash advance. Cash advances in non-issued status (Pending Approval, Rejected, etc.) are also shown.

Report Prompts

There are a number of optional prompts provided in order to narrow the report results. Issue Date is the date range in which the cash advance was issued.
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Date Range Prompt
· Cash Advance Date: Used to filter the report by the date range that the employee made the cash advance request
Options Prompts
· Payment Types: Used to filter the report by the method(s) in which the employees were issued the cash advance

· Statuses: Used to filter the report by the status(es) of the cash advance in the approval and authorization process

· Employees: Used to filter the report by the name of employee(s) who requested cash advances
Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Cash Advance Date
	ParamDisplayValue('cashAdvanceDateParam')
	Displays the date range from the Cash Advance Date prompt on the Prompts page

	Payment Types
	ParamDisplayValue('paymentTypeParam')
	Displays the payment type(s) from the Payment Types prompt on the Prompts page

	Cash Advance Statuses
	ParamDisplayValue('statusParam')
	Displays the cash advance 

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Cash Advance Currency
	<Cash Advance Currency>
	[Expense].[Cash Advance Details].[Cash Advance Currency]
	The currency of the cash advance

	Cash Advance Status
	<Cash Advance Status>
	[Expense].[Cash Advance Details].[Cash Advance Status]
	Status of the cash advance in the approval and authorization process

	Employee
	<Employee>
	[Expense].[Cash Advance Details].[Employee]
	Last name, first name, and middle initial of the employee requesting or taking the cash advance

	Payment Type
	<Payment Type>
	[Expense].[Cash Advance Details].[Payment Type]
	Payment type used to issue the cash advance
NOTE: A credit card payment type indicates that the employee took a cash advance on their credit card. 

	Issued Date
	<Issued Date>
	[Expense].[Cash Advance Details].[Issued Date]
	Date the cash advance was issued

	Cash Advance Amount
	<Cash Advance Amount>
	[Expense].[Cash Advance Details].[Cash Advance Amount]
	Amount of the cash advance

	Remaining Balance (Amount less Submitted)
	<Remaining Balance (Amount less Submitted)>
	[Expense].[Cash Advance Details].[Remaining Balance (Amount less Submitted)]
	Amount of the issued cash advance, less the amount of cash advance used on submitted expense reports


Report: Credit Card Transactions

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report lists credit card transaction details imported into Concur Expense. It can be used as a comprehensive listing or as an ad hoc exception report to look at certain subsets of credit card transactions.

Report Prompts

There are a number of prompts provided in order to narrow the report results – all are optional. Posted date is the date that the credit card transaction was posted by the vendor to the credit card issuer.
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Date Range Prompts
· Date Field: Used to select if the report should be run using the Posted Date or Transaction Date field
· Range: Used to filter the report by the date range of the Posted Date or Transaction Date field
Options Prompts
· Payment Types: Used to filter the report by the method(s) in which the employees were issued the cash advance

· Transaction Statuses: Used to filter the report by the code(s) that indicates the availability status of the credit card transactions

· Employees: Used to filter the report by the name of employee(s) who booked trips
Report Output 

[image: image4.png]Payment Type | Credit Card
Currency.
Corporate Card ELR
cacp
EUR
cep
cBP.
usD

Credit Card Transactions
Posted Date Between Jan 1, 2014 and Dec 12, 2018

Employee

Badey - N, Karen Jean

Baxley - ENT, Karen Jean

Brandeho, Ursula ttt

Brandehof, Ursula ttt

Badey - T, Karen Jean

Baxley - ENT, Karen Jean
Gerleman, Sareh Marie

Geleman, Sarah arie
Geleman, Sarah arie
Geleman, Sarah Harie
Geleman, Sarah Harie
Geleman, Sarah arie

Gerleman, Sarah Marie

Transaction Status
Value
User Hidden

Unassigned to Report

User Hidden

Unassigned to Report

User Hidden

User Hidden

Unassigned to Report

Unassigned to Report

User Hidden

Assigned to Report
Assigned to Report
Potental Duplcate
Potental Duplcate
Unassgned to Report

User Hidden

Merchant
AT Withdranl

AT Withdranl

AT Withdranl

Purple Parking

Mesting

AT Withdranl
AT Withdranl

BRITISH
AIRWAYS

AT Withdranl

~CASH ADVANCE

American
Express

~CASH ADVANCE

American
Express

American
Express

Cash Advance

Transaction
Date
Nov 1, 2014,

Nov 24, 2014

Jan 11, 2014

Mar 12,2015

Nov 10, 2014

Nov 1, 2014,

Nov 28, 2014

Nov 18, 2015

Jan 11, 2014

Sep1, 2015

Sep1, 2015

Sep1, 2015

Sep1, 2015

Sep1, 2015

Sep1, 2015

Posted
Date

Nov 1,
04

Nov 24,
014

Jan i1,
014

Mar 12,
2015

Nov 10,
014

Nov 1,
04

Nov 28,
2014

Nov 18,
2015

Jan i1,
014

seol,
2015

seol,
2015

seol,
2015

seol,
2015

seol,
2015

seol,
2015

Posted Amount (credit card
ameng))

150.00

150.00

300.00
150.00

150.00
450.00
3.5

3695
100,00

100.00
13695
100,00

s0.00
39215

24215
100.00

100.00
30000

1000
1000
1000
1000
1000

800.00





Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	N/A
	ParamDisplayValue('dateFieldParam') + ' 'ParamDisplayValue('dateParam')
	Displays the date field and date range from the Date Field and Range prompts on the Prompts page

	Payment Types
	ParamDisplayValue('paymentTypeParam')
	Displays the payment type(s) from the Payment Types prompt on the Prompts page

	Transaction Statuses
	ParamDisplayValue('transStatusParam')
	Displays the transaction status(es) from the Transaction Statuses prompt on the Prompts page

	Employees
	ParamDisplayValue('employeeParam')
	Displays the employee(s) from the Employees prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Payment Type
	<Payment Type>
	[Expense].[Credit Card Accounts].[Payment Type]
	Payment type used to issue the cash advance 
NOTE: A credit card payment type indicates that the employee took a cash advance on their credit card.

	Credit Card Currency
	<Credit Card Currency>
	[Expense].[Credit Card Transactions].[Credit Card Currency]
	Credit card's base currency

	Employee
	<Employee>
	[Expense].[Credit Card Accounts].[Employee]
	Name of the employee to whom the card has been assigned
NOTE: Not all cards may be assigned to an employee.

	Transaction Status Value
	<Transaction Status Value>
	[Expense].[Credit Card Transactions].[Transaction Status Value]
	Transaction status description:

· Assigned to Report

· Prior to Card Assignment

· Configuration Hidden

· Prior to Effective Date

· User Hidden

· Potential Duplicate

· Payment Hidden

· Unassigned to Report

	Merchant
	<Merchant>
	[Expense].[Credit Card Transactions].[Merchant]
	Name of the merchant, or vendor, with whom the transaction was conducted

	Transaction Date
	<Transaction Date>
	[Expense].[Credit Card Transactions].[Transaction Date]
	Date the transaction was incurred

	Posted Date
	<Posted Date>
	[Expense].[Credit Card Transactions].[Posted Date]
	Date the transaction was posted to the credit card's systems

	Posted Amount (credit card currency)
	<Posted Amount (credit card currency)>
	[Expense].[Credit Card Transactions].[Posted Amount (credit card currency)]
	Transaction amount converted, as needed, from the transaction currency to the credit card's currency

	Total(Posted Amount (credit card currency))
	<Total(Posted Amount (credit card currency))>
	[Posted Amount (credit card currency)]
	Total amount of transactions per employee converted, as needed, from the transaction currency to the credit card's currency


Report: Expense Report Totals

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report shows report data and totals by organizational unit, employee, and policy for all reports that have been submitted.

Report Prompts

The report user can select one or more years in order to narrow the report results. These prompts are optional.
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Report Output
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Report: Expenses by Approver Hierarchy

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report lists approvers and the amounts associated with that approver.

Report Prompts
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Date Range Prompt
· Sent for Payment Date: Used to filter the report by the date range that the expenses were paid

Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	All Reports Sent for Payment
	ParamDisplayValue('Sent for Payment Date')
	Displays the date range from the Sent for Payment Date prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Default Expense Approver
	<Default Expense Report Approver>
	[Expense].[Report Header Information].[Default Approver]
	Name of the employee's default approver, which, depending on the client's configuration, may or may not be the approver for this report

	Employee
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial

	Expense Type
	<Expense Type>
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the expense

	Expense Amount (rpt)
	<Expense Amount (rpt)>
	total([Expense].[Entry Information].[Expense Amount (rpt)])
	Amount of the expense, converted as needed to the reporting currency

	Expense Amount (rpt)
	<Expense Amount (rpt)>
	total([Expense].[Entry Information].[Expense Amount (rpt)])
	Total amount of the expenses, converted as needed to the reporting currency

	Percentage of Total
	<Percentage of Total>
	[Expense Amount (rpt)]/[Report Total]
	Percentage of total expenses approved for the employee


Report: Financial Summary

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report lists expense totals for all allocation custom fields.

Report Prompts
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Report Output
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Report: Voided Air Tickets

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data     ( Travel / TripLink Data
This report lists all tickets that have been voided during a specified timeframe and provides details about the transaction. The report user can also drill down to view the complete itinerary for any of the voided tickets.

Report Prompts
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· Date Range: Used to filter the report by the date range that trip was purchased (month day, year format) 

· Days in Advance (optional):
· From: Used to filter the report by a defined lowest number of days prior to the trip start date that the trip was purchased 

· To: Used to filter the report by a defined highest number of days prior to the trip start date that the trip was purchased

· Lowest value: Used to filter the report by the lowest number available of days prior to the trip start date that the trip was purchased
· Highest value: Used to filter the report by the highest number available of days prior to the trip start date that the trip was purchased

· Travel Configuration (optional): Used to filter the report by the travel configuration(s) used by the employee(s) booking the trip

· Populate Rule Class List: Used to populate and select from a list of rule classes used by the employee(s) booking the trip

· Rule Class (optional): Used to filter the report by the rule class(es) used by the employee(s) booking the trip
· Airline (optional): Used to filter the report by the name of the airline company(ies)
· Booking Currency (optional): Used to filter the report by the currency(ies) the trips were booked in
Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Purchase Date
	ParamDisplayValue('Dates')
	Displays the date range from the Date Range prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Passenger Name
	<Primary Traveler>
	[Travel].[Trips].[Primary Traveler]
	Name of the traveler taking the trip

	Airline
	<Transportation Vendor / Hotel Property>
	[Travel].[Reservations and Tickets].[Transportation Vendor / Hotel Property]
	Name of the hotel property/car rental/airline company

	Ticket Number
	<Ticket ID>
	[Travel].[Reservations and Tickets].[Ticket ID]
	Ticket number for the reserved air booking

	Booking Currency
	<Booking Currency>
	[Travel].[Reservations and Tickets].[Booking Currency]
	Currency the trip was booked in (for example, CAD)

	Ticket Price
	<Total Paid>
	[Travel].[Reservations and Tickets].[Total Paid]
	Amount actually being paid

	Days in Advance
	<Number of Days in Advance>
	[Travel].[Reservations and Tickets].[Number of Days in Advance]
	Number of days prior to the trip start date the trip was purchased

	Purchase Date
	<Purchased Date>
	[Travel].[Reservation and Ticket Dates].[Purchased Date]
	Date the trip was purchased (month day, year format)

	1st Travel Date
	<Start Date>
	[Travel].[Reservation and Ticket Dates].[Start Date]
	Date the trip begins (month day, year format)

	Booking Source
	<Booking Source>
	[Travel].[Reservations and Tickets].[Booking Source]
	Source of the booking (for example, Sabre, Apollo)

	Record Locator
	<Record Locator>
	[Travel].[Reservations and Tickets].[Record Locator]
	Unique six-digit character that identifies the trip

	Ticket Details
	<Details>
	case

WHEN # sq($runLocale )# = 'en' THEN 'Details'

WHEN # sq($runLocale )# = 'zh-cn' THEN '详细信息'

WHEN # sq($runLocale )# = 'zh-tw' THEN '詳細資料'

WHEN # sq($runLocale )# = 'en-gb' THEN 'Detail'

WHEN # sq($runLocale )# = 'fr' THEN 'Détail'

WHEN # sq($runLocale )# = 'de' THEN 'Details'

WHEN # sq($runLocale )# = 'ja' THEN '詳細'

WHEN # sq($runLocale )# = 'it' THEN 'Dettaglio'

WHEN # sq($runLocale )# = 'ko' THEN '상세 정보'

WHEN # sq($runLocale )# = 'sv' THEN 'Detalj'

WHEN # sq($runLocale )# = 'nl' THEN 'Detail'

end
	“Details” hyperlink label in the reporting country language
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